1 Configuring Outlook 2007 or 2010 for MAPI

1.1 How to Create a Configuration Manually
WINDOWS:

Exit Outlook. Unlike most procedures, the mail program should NOT be running for this to work. Select
“Start” (as shown as a Windows icon), and “Control Panel”. In the Control Panel, select “User Accounts”
and then select “Mail”.
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Select “E-mail Accounts...”



E-mail Accounts
‘You can add or remove an account. You can select an account and change its settings.

E-mail |Da13 Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books

2_" New... 'S Repair.. 3 Change... @ SetssDefaul 3 Remove 4+ &

Marme Type
& kennedy@fal.gov IMAP/SMTP (send from this account by default)

Selected account delivers new messages to the following location:

kennedy@fnal.gov\Inbox
in data file C:\Users\kennedy.000\.. . \Outlook\kennedy @fmal.gov(3).pst

Select “New...”

Choose Service

@ E-mail Account
Connect to an e-mail account provided by your Internet service provider (ISF) or
your organization,
(") Text Messaging {SMS)
Connect to a mobile messaging service.
() Other
Connect to a server type shown below.
Fax Mail Transport
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Select “Next >”




Auto Account Setup
Click Mext to connect to the mail server and automatically configure your account settings.

@ E-mail Account
Your Name:
Example: Ellen Adams

E-mail Address:

Example: ellen@contoso.com
Password:
Retype Password:
Type the password your Internet service provider has given you.

") Text Messaging (SMS)

) Manually configure server settings or additional server types

You should be able to fill out this “Add New Account” form and select “Next >” for Outlook to discover
your email configuration. However, since this is the manual configuration procedure, we will select
“Manually configure server settings or additional server types” and click on “Next>".

Choose Service

() Internet E-mail
Connect to POP or IMAP server to send and receive e-mail messages.
(@ Microsoft Exchange or compatible service
Connect and access e-mail messages, calendar, contacts, faxes and voice mai messages.
() Text Messaging (SMS)
Connect to a mobile messaging service.
() Other
Connect to a server type shown below,
Fax Mail Transport
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Select “Microsoft Exchange or compatible service” and click on “Next >”.



Server Settings
Enter the information required to connect to Microsoft Exchange or a compatible service.

: [email.fal.gov

Enter “email.fnal.gov” for the Server field, and your username. Then select “More Settings...”
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Encrypt data between Microsoft Outook and
Microsoft Exchange

User identification

Logon network security:
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Under the “Security” tab, be sure “Encrypt data between Outlook and Exchange” is checked, and the
logon network security is set to “Negotiate Authentication”. Select “OK”. You will return to the “Add
New Account” form, where you may now select “Next >”.

You will be prompted for your password to login to Exchange. Be sure to enter your SERVICES username
as SERVICES\<username>.
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Congratulations!
‘You hawe successfully entered all the information reguired to setup your account.

To dose the wizard, dick Finish.

Add another account...

You may start Outlook. You will be prompted for your SERVICES password as Outlook starts.
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1.2 How to Remove a Configuration
Under the “File” menu option, select “Account Settings”. Select/highlight the e-mail configuration you

wish to remove. Select “Remove”.

!t Settings \ )

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail |Daia Files | RSS Feeds I SharePoint Lists | Internet Calendars | Published Calendars | Address Books

.gNew... ¥ Repair... %0 Change... % 5ot as Default € Remove & 8

Mame Type
@ kennedy @fnal.gov IMAP /SMTP (send from this account by default)

Selected account delivers new messages to the folowing location:

kennedy@fnal.govInbox
in data file C:\Users\kennedy.000Y, .. \Outlookkennedy @fmal.gov(2).pst




1.3 How to Check or Edit a Configuration
Under the “File” menu option, select “Account Settings”. Select/highlight the e-mail configuration you
wish to remove. Select “Change...”.

!tSettings [ & |

E-mail Accounts
‘fou can add or remove an account, You can select an account and change its settings.

E-mail |Da13 Files I R55 Feeds I SharePoint Lists | Internet Calendars I Published Calendars I Address Books

New... ¥ERepar.. 5 change.. @@ SebasDefauk 3¢ Remove # #

MName Type
@ kennedy @fnal.gov IMAF /SMTF (send from this account by default)

Selected account delivers new messages to the following location:

kennedy@fnal.gov\Inbox
in data file C:\Userstkennedy. 000y, .. \Outlookkennedy@fmal. gov(2). pst

You will then be able to view the settings in the “Change Account” panel.

Change Account

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings
Your Name: Robert Kennedy After filing out the information on this screen, we
recommend you test your account by dicking the button
E-mail Address: kennedy@fnal. gov below. (Requires network connection)
Server Information
Test Account Settings ...
Account Type: IMAP

e T s imapserver2.fal.gov Test Account Settings by dicking the Mext button

Outgeing mail server (SMTP): | emtp, fnal.gov
Logon Information
User Name: kennedy

Password: crtrtterrrterrtearrrees

Remember password

Require logon using Secure Password Authentication (SPA
[CIReq = g &Y More Settings ...
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